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1. Open Excel. 

2. Select File, Open from the Menu. 

 
 

3. Ensure that you have the correct location in the “Look In:” box on the Open screen.   

 
 

4. Change the “Files of Type” from All Microsoft Excel Files to “Text Files” to display your file. 

5. Click Open.  This starts the “Text Import Wizard – Steps 1 of 3”. 
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6. Ensure that the radio button Delimited is selected under the Choose the file type that best 

describe your data: 

7. Click Next. 

 
8. Click in the box beside Comma in the Delimiters section.  Note:  you want a check beside both 

Tab and Comma. 
 
9. Click Next. 
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10. At Step 3 of 3 hold down the Shift Key, scroll over and click in the last column before the amounts to 

highlight them and change the Column Data Format to Text.   
 
11. The amount columns (CY Amount, PY Amount, Net Change, etc.) should remain as "General" under the 

Column Data Format Section.  This allows the formatting to be correct with the numbers. 
 
12.  Click Finish.  Your output should be like the screen print below before a select all has been done. 

 

13. Click in the Select All blank cell in the upper left corner above 1 to highlight the sheet. 
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14. Click on Data, Sort (make sure the header row button is checked) and OK.  This gets rid of the 
blank rows.  Note: if the numbers with the exponential (2.45E+.08) increase the width of the 
cell.  

 

 
 

15. Click Data from the Menu. 

 
16. Select Pivot Table and Pivot Chart Report… 
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17. This starts the Pivot Table and Pivot Chart Report Wizard – Step 1 of 3. 

 
18. Ensure that the radio buttons are on Microsoft Excel List or Database and Pivot Table. 

 
19. Click Next since the range is automatically is populated because the sheet is highlighted. 

 
20. Ensure the radio button for “New Worksheet” is selected. 

21. Click Finish to get the screen below.  Note: The Pivot Table becomes Sheet 1. 
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22. Drag the items from the Pivot Table Field List and drop it in the Drop Data Items Here cells. 

Make sure that there is a soft T shape (when the cursor is in the correct position) before you drop 
the item.  Be sure to Save your file periodically. 

 

 
23. Right mouse click on any Total cell. 

24. Select Field Setting and change the Summarized by from Count to Sum.  You can also format 
your numbers by selecting Number. 
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25. To insert multiple totals drag the amounts (in order) and drop them in the Data Items area. 

 
 

26. Drag the “Data” field name and drop it on top of the “Total” field name to get your amounts side 
by side for easy comparison. 

 



Creating a Pivot Table 

Last Updated July 2007 8

 
 

27. Perform steps 22 and 23 to get the proper number format. 

 
28. Click on Data from the Menu and select Refresh Data after you make changes. 

29. Double click on Total to get the records used to make up that total.  Note: it will make a new 
sheet. 

 
30. To modify your pivot table click anywhere within the table to bring up the Pivot Table Field List. 

 
 


